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Third Party Access 

• You will need to set up a new Username and Password and request third party online 
access to your client’s account (explained below).

• Please set up a new Username and Password and request access to your client’s account 
at least 7-10 business days before their return due date, to ensure you receive the proper 
access.

• Go to www.cdtfa.ca.gov.

1. Click the Login button.
2. Scroll down and click View Accounts.
3. Click on Sign Up Now.
4. Select I am a Third Party Delegate (Tax Preparer/CPA, Representative, 
Employee).
5. Complete the steps to set up a new Username and Password.

• Once you have created your Username and Password, you will need to request access to 
your client’s account. Log in and click on the Request Access to an Account link under 
the I want To section. 

= CDTFA Online Services O Settings a Log Off 

~ Home 

.&i Logon 

) YOUR NAM E YOUR NAME 
TEST@TEST.COM 
+ 1 555- 555-5555 
Last logged on 06-Jun-2018 

Balance: $0 .00 

\9 Alerts 

✓ There are no alerts 

Submissions Correspondence Names and Addresses Logons 

[1' Accounts 

You do not have access to any accounts 

@I I Want To 

.. 
Manage payments and returns 

Manage Business Activity 

Request a Payment Plan 

Request to Change Your Legal Name 

Request Access to an Account 

Request Power of Attorney 

Pay Use Tax or File an Exemption for a 
Vehicle. Vessel. Aircraft. or Mobile Home 



• Indicate you are the third party delegate for your client’s account.

Request access to an account Settings Log Off 

~ Home > Request access to an account 

IF+H-
Welcome 

How are you related to the business you are requesting to manage? 

. 

0 I am the mvne r of the business 

'O I am a thir<l party delegate (Tax Preparer/CPA, Representative. Employee. other) 
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• If your client provided you with their security code, you can indicate you have received
the code, and gain access to their account. If your client has not provided you with their
security code, you will need to request one.

= Request access to an account O Settmgs a Log Ofl 

1 Wek:ome 2 Sec unty Code 

Security Code 

Have \'OU received a security cooe for Ille business to Wllieh you are .. ~o Yes I 
requesting access? ----~------· Requited j 
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• You will need to input your client’s Account Type, Account Number, and Limited Access
Code (formerly known as their Express Login Code).

Request access to an account O settings a Log off 

~ Home > Request access to an account 

1. Welcome 2. Security Code 3 Request a s ecunty Code 

Request a Security Code 

For your protection, a security code is required to manage an account on Online Services. A letter with a security code will be mailed to the address on 
file for the business to which you are requesting access. The security code Will expire 30 days from the date printed on the letter. 

Please enter the information below to request a letter with a security code. 

Enter business information 

Account Type 

Account Number 

Limited Access Code 
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rReqwred L 
~=========================---7 Required rRequired I 
~------------~ Format: 999-999999 
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• Once you submit your request, your client will need to approve or modify the request, in 
the new online system, if they have set up their own Username and Password. Your client 
can also provide you with the security code that was mailed to them upon submission of 
your request. Please allow 7-10 business days for the code to be delivered to the business 
mailing address for your client.

• If your client provides you with their security code, you will need to log in and complete 
the steps in the Request Access to an Account link to gain access to their account. If your 
client logs in with their Username and Password and approves your request in the new 
system, you will have immediate access. 

• If you require third party online access for multiple accounts, you will need to submit a
separate request for each account or obtain their security codes. Note: Each of your
clients’ accounts will have its own security code.
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